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Add delegates as a healthcare professional:

1. After login, click on the Delegate Management icon.
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3. Tosearch for a delegate, enter your delegate’s First Name, Last Name and Email
address. Email addresses must correspond to the name entered. You will receive an
error message if the email address is already registered with a different name.

a. Please be sure there are no spaces in the names and that the First Name is in the
First Name field and the Last Name is in the Last Name field.
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4. Click Search for Delegate.
5. If your delegate does not exist in the PDMP, the following screen is displayed:

Seaerh for 3 delegane by name and emal address. If the deleganes dan exit, you wi need 10.a0d them 1T ey o @51 y0u will reed 10 FERE LHEM: 1 YOUF SCOBSL YOu Can
i o dilwgatir relited 1o pour actoust.

@ A matching delegate was not found, enter the Information below to add them to your account.

Firal Marm Lasl Nafw Email Addfics

wmichy, g hl+ (1 g il co
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6. Enter the Phone Number and Facility Name for your delegate. Then click Add Delegate.
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7. You will receive a message that your delegate has been added to your account.

Success

Tha i BGE Nas D adcnd

8. Your delegate is now added to your account and is displayed in your Current Account

Log Ous

Delegates list.
€% WISCONSIN| ePDMP

N Soppor- Resources = Uiser Semings -

- &

Patient Report Dwiaggate Managemaent

Delegate Management
A o leermed professiond, 1t is your detison 0 Seegate your acthority 10 scors the Wi e?OMP for information about your seterts. ¥ you chosse 1o Seligate your authonty
10 afcther persan, you will 2e reposditie lor any misuke of unsuthoried acoess of B W1 ePOMP by your deltgates.
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Lexdt Gewoes werdy. dohir 07@gmal com Test
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50 remove delegates related 10 your Jccount.
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9. Delegates will receive an email and will need to complete their registration before they
can search for patients on your behalf. Please see page 9 for more information.

10. If you search for a delegate that is already registered in the PDMP you will see the
following screen when you search for your delegate:

& Result found, conlirm and add the delegate o your BCoounL

PRl Marrsi Last haina Efiad| Adiiriss

L Grands windy. donhl+0TEgmailoom
First Npme Last Wame Emai| Adidress

Lex Ly wendy dabl«0F Bgmailcom
Fhone Mumber Faciity Mama

@) 2122302 Tesz

11. Verify that you have the correct delegate. Email addresses can only be associated with

one name. If the information is correct, click on Add Delegate and your delegate will be
added to your account.

Success

'ha cologaio nas boen acdod
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Remove a delegate from your account:

1. After login, click on the Delegate Management icon.

eﬁ wlS(ONSIN i ePDMP ﬁ Suppan - Resources » User Sectngs « Log Out
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2. Find the Delegate that you want to remove and click on Remove Delegate.
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3. You will receive a message that your delegate has been removed from your account.

Success

iy et Fem e memoved

4. Your delegate will no longer be allowed to search for patients on your behalf.

Wisconsin Department of Safety and Professional Services

PDMP User Guide




C& WISCONSIN|ePDMP

Delegate — finish registration

1. The first time a master account holder adds you as a delegate, you must complete your
registration.
2. Look in your email for the subject line “WI PDMP Activate Registration”

Your Wisconsin Enhanced
Prescription Drug Monitoring

Program Registration is almost
complete

3. Click on Confirm Registration to set your username and password.

Please Confirm Registration
and Set a New Password for ePDMP

Confirm

Registration
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4. Create a Username and Password and Click on Login.
T8 WISCONSIN | ePDMP N e

Delegate Registration

To pet started accessing ol of the benefits of the POMP system, create 3 username and password for PDMP When the regitration process s complete you will be atie 1o
login and get started usng the system Immedately

© Passwords should be  leas 2 characters Jong, contan one uppercase letter and a least | number, Special cnaracters ave aflowed

Username Password Confiern Passworg

Wy Sot06SEmal com

e Methm 7

5. You will be asked to accept the same Terms and Conditions of Use as a Healthcare

Provider.
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6. Click on Accept
7. If your username is already in use, you will see a message that your account could not
be activated.
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©

Your Account Conld Not Be Activabed

8. If you enter a username that is not in use, you will see a message that your account has
been activated. You will now be logged into to the ePDMP.

v

Your Account Is Now Activated

i well P o PRl 0 T PTG P
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This is a SECURE SITE operated by the State of Wisconsin, Department of Safety and Professional Services

It Is solely for appraved users 1o perform legally authorzed activities. Any ather use Is strictly prohibited. Inappropriate access or disclosure of information obtained
from the ePDMP is a violation af state law, which may result in criminal, civil and administrative sanctions, induding suspension or revocation of my access to the PDMP
application, up 1o a $25,000 fine and, up to nine Months of iMmprisonment. Use of thes sne is monitored and may be audited for unauthorized use at any time.

Disclaimer The Controlled Substances Board and the Department of Safety and Professional Services make no claims, promises, or guarantees about the accuracy,
completeness, or adequacy of the mformation stored in the PDMP and expressly disclaim liabdity for errors and omissions in the information,
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Problems with Delegate Management:

When | enter the delegate’s name and email address, | receive a message that the email
address is already in use:

@ This email address is a ready assoclated with another delegate. Emall address should be unigue.

This message means the First and/or Last Name for the delegate that you entered does not
match the First and/or Last Name associated with your Delegate’s account. Contact the
delegate and find out exactly how the First and Last Names appear on the account. The
delegate can log in and view account information by going to Account Management under User
Settings.

How do | know exactly how the name appears on my Delegate’s account?
The delegate should log in to the ePMDP and click on User Settings and then Account
Management.

/ﬁ‘ Support ~ Resources ~ User Settings ~ Log Out

Account Management

Password Reset

From there the delegate can verify the exact spelling of the First and Last Name, making sure
there are no trailing spaces by clicking in each field. The delegate can also update the fields by
re-typing the names and clicking on Submit.

Account Management
First MName Last Mame Ermail sccdress
[ i gravess wendy dohl+07Egmail.com
Phone Number Facility Marne
(555) 555-5555 Testing
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